DOG TRAINING IPASS: ADD CLASS & EDIT CLASS 
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Add a Class 


Steps to add a group class onto Dog Training Calendar: 
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Create Private Lesson 


1. Access Dog Training Schedule from iPASS homepage 
2. From the iPASS Training “schedule” page click any white space (double click for desktop, tap for iPad or 
Zebra devices) OR click/tap “add a class” from the side bar 
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Click/tap “create group class” 

Select class type from drop down 

Adjust class size if needed 

Select trainer from drop down 

Enter date manually or click on calendar icon to find desired start date for class 
Select time from drop down 
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Click/tap generate class sessions 
10. Click/tap save 


Note: When adding a class from any blank space on calendar the date and time will auto populate to the 
selected time. 


Pro Tip: To save time, schedule your classes from the “Day View.” The date, time and Trainer will auto populate. 


Edit a Class 


There are four options to edit a class from iPASS: 
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Option 1- Drag and drop 


Steps: 


1. When in week view, click/tap and drag the class you would like to edit on the Dog Training Schedule to 


the desired time | 
2. The new time will be auto populated for the current session you are on in the schedule into the edit class 
pop up window (not for all sessions) 
3. From here you can make any other desired changes (class type, dates, Trainer) 
4. Click/tap generate sessions 
5. Click/tap save 


Option 2 


1. Double click/double tap the class you would like to edit on the Dog Training Schedule 
2. The edit class page will pop up 
3. Make desired edits and follow above steps 


Option 3 


1. Click/tap the class you would like to edit on the Dog Training Schedule 
2. Click/tap “edit class” on the upper right-hand corner of the pop-up window 
3. Follow above steps 


Option 4 


1. From class roster page click/tap edit class on the upper right-hand corner 
2. Follow the above steps 


Note: To remove a class from the schedule uncheck “show on schedule” on the edit class page and 
click/tap save 


